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PLACEMENT AND UTILIZATION DIVISTON

4

T. PROGRESS REPORT #OR PZRIOD 1 JULY 195}, THROUGH 31 DECEMBER 195h.

4. Durine the period certain organizational changes were implemented,
toward recognizing the existing administrative pattern and tighten-
ing internal controls. Specifically, the former non-existent
#placement Branch® was replaced by the present four Placement
Branches: DD/P and Commo, concerned with clandestine and overe
seas problems; ID/A and Training, concerned with thé administrative
and support type services; DD/I, concerned with intelligence
production support; and Clerical, concerned with clerical place-
ment and interim assignment functions. (4 current organizational
chart is attached as Attachment T to Tab A.) Also, during the
period the Testing Brench was merged with the & & E Staff of the
Office of Training pursiant to an agreement between the Assistant
Director for Personnel and the Director of Training.

Bs The primary emphasis of the Division continued to be on internal
placement activities and the development and implementation of
internal controls for the handling of placement matters. A
total of fifteen intra office memoranda covering various internal
procedures were published during the period. Certain of these

are attached,

Approved For Release 2001/08/07 : CIA-RDP80-01826R000100030002-0
SEEEEE———



25X9
25X9

25X1A

Ce

D.

ApprovedEor Release 2001/08/07 : CIA-RDPSO-WGROOM00030002-0

-

The follow-up interview program continued to be an effective
device for the identification of employees who are not making
satisfactory adjustments. This permits measures to be taken

to resolve any difficulties which exist either from the
individual or the operating office point of view. A total of
-follow—up interviews were conducted by Placement Officers
during the period |
with supervisors), Placement Officers also conducted 569
applicant interviews, - EOD interviews, and -returnee s 25X9A2
special and other interviews. The above information is pre- 20XOAZ
sented statistically in Attachment ITTI,

PUD continued its implementation of the Promotion Regulation
B - couwnd compliance with both the letter and the
spirit of the regulation exceptionally good. Althoush questions
arose relating to the promotion increment for certain job
categories (one step or two step), it was possible to resolve
these questions on an individual basis as they came up. During
the period, a total of 62 requests for exceptions to the Pro-
motion Regulation were processed by PUD, 5l of which were
approved and 8 disapproved.

The processing of applications for membership in the Career
Staff was initiated during this period and PUD has had the

responsibility for reviewing these applications for the Office
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of Personnel and preparing recommendations from the AD/P

to the Agency Selection Board. To date, four lists of names
have been processed, and individual memoranda have been pre-
pared in 11 cases,

PUD continues to review proposed qualification standards and
qualification requirements developed by the Classification
and ¥age Division and submits recommendations to CWD as sppropriate,
In addition to participating in the development of these standards,
PUD continues to emphasize the application of standards in the |
processing of individual actions,

During the period, Placement Officers were called upon to an in-
creasing degree to provide advice and assistance to operating
components, and particularly component Career Service Boards.

In most instances, Placement Officers have attended Career Service
Board meetings and have been called upon for advice and assistance
by these Boards,

PUD has continued to emphasize to operating components the import-
ance of submitting recruitment requests against actual or antici;
pated vacancies for which operating components desire recruit-
ment. An internal instruction (copy attached) was developed out~
lining the requirements for handling and for assigning priorities
to recruitment requests. The Vacancy Report was also reexamined,
and modified procedufes were installed to insure the accuracy of

the infomation contained therein.

.
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& concentrated effort to assure adequate control and
expeditious handling of spplicant files was initiated during
the periods Toward this end, an internal instruction was
developed and published. A copy of this instruction is
attached,

Subsequent to publication of Agency Notice _on

29 October 195l;, PUD has expended considerable effort on the
In-Casual and Out-Casual problem. It is considered that the
close review of these cases by the DD/P Placement Officers

has resulted in the more expeditious movement of individuals
overseas and in the processing of personnel actions reflecting
this movement. It has also resulted in individuals being
assigned to headquarters!' positions more expeditiously after
returning from overseas assignment,

Placement Officers continue to review Reports of Separation,
making comments pertaining to these reports as appropriate,
and in all cases making recommendation regarding the reemploy-
ability of the individual concerned. During the period,
internal procedures were established to assure a more careful
review of these reports, and close liaison was maintained in

this connection with.the Counseling Branch of ESD, .
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L. The Qualifications Analysis Branch continued to provide

M.

N.

service to Flacement Officers through applicant-employee qualifica-
tions register analyses. A total of 183 analyses were made, result-
ing in referral of- qualified candidates for positions. The
Branch also initiated a circularization of the peroons included in
the Applicant Qualifications Register to bring the qualifications
of these individuals up to date and to determine their continued
interest in Agenc;y employment.

During the period PUD (in collaboration with the Office of Train-
ing) processed the first group of applicants for the Junior

Career Development Program, as established by Agency Notice
_ Tnasmich as this was the firstgroup of applicants, it
was necessary to spend considerable time and effort in developing
procedures and ground rulese

PUD continues to provide the Chairman for the Security-liedical~
Personnel Review Panel, which meets weekly to resolve questionable
and border-line cases of applicants for employment. The Fanel

has served to provide coordinated judgmenf on questions of suit-
ability in those cases which seem to one of the offices concerned
to warrent this type of consideration. During the period, 106

cases were considered and resolved by the Panela
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The Chief of the Division has continued to serve as Chairman
of the Rotation Planning Committee of the Persqnnel Career
Service. In addition to recommending action with respect to
individual assignments and vacancies, the Committee, during
the period, considered and submitted a plan for the individual

career planning of FE service designees.
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PLACEMENT

.

AND UTILIZATION DIVISHON

RESPONSG (BLE FOR A €
NEL SELECTION AND IN-SER
BEVELOPMENT OF OVER=-ALL
DARDE AND REGULATIONS; &
SONCERNING PERGONNEL UVH
ASSIGNMENT, ROTATION,
APPROVES PERSORNEL ACTID

PROGRAMS

EVALUATION AHD PROMOTION; REVIEWS IND

AND REGULATIONS 3 ADMIRISTERS SPECLAL AGENCY CAREER DEVELOPMENT

CMPREHENS |VE PROGRAM OF [NITIAL PERSONA
YICE ASSIGMMENT: PRRTICIPATES IN THE
PERGONNEL POLICIES, PROCEDURES, STAN-
a816TY AND ADVISES OPERATING OFFICIALS
LIZATION AND DEVELOPMENT, INCLUDING

NS 1IN CONFORMANCE WITH AGENDY POLICIES

PLACEMENT BRANGR {B0/p AND cOMO)

i
!

RESPONSIBLE FOR OPERATING A ODHPREHENE!VE?
PERGONNEL STLECYION AND YH-SERVICE PLACEMENT
AMND UTILUZIATION PROGRAM WITHIN THE pu/p AND
[OMMO AREAS OF THE AGENOY; AFPROVES PERSONNEL
ACTIONS IN CONEORMANGE WiTH AGENCY POLICIES
AND REGULATIONS,

PLAGEMENT BRANGH {DD/1})

AUSPONS I BLE FOR QPERATING A GOMPRIKAENS T VE
FERGONMEL SELECTION AND tN-BERVICE PLAGEMENT
AND UTIL)IZATION PROGRAM WITHIN THE po/fy AREA
OF THE AGENCY; APPROVES PERSONNEL ACTHQNE W
CONFORMANGE WITH AGENCY POLICIES AND REGULA&-
TIONS .

PLACEMENT BRANGH [DD/A AND TRRINING!

RESPONSIRLE FOR UPERATING A AOMPREHENG I VE
PERBONNEL SELECTION AND IN-BERYVICE PLACEMENT
AND UTILIZATION PROGRAM WITHIN THE Db/A AND

~IRAINING AREAS OF THE AGENCTy APPROVES PERSON~
NEL ACTIONS IN FONFORMANGE WITH ABENGY POLIG)ES
AND REGULATIONS,

CLERIGAL PLACEMENT BRANCH

RESPONS | BLE FOR OPERATING 4 COMPREHEWSIVE
PEPSOMNEL AND IN-SERVINE PLACEMENT AND UTILIZA-
TIGN PROGRAM FOR GLERICAL PERSONNEL WiTHik THE
AGENCY: APPROVES PERSONNEL AGTIONS M CONFORM-
ANGE WITH AGENOY POLICIES AND RECULATIONSD OP-
ERATES A PROGRAM FOR HOLDING CLERICAL TYPE
FERSONNEL PENDING THEYR FINAL GLEARARGE AND
DEMONS TRATED PROEICIENGY FOR SUBSEQUENT ASSIGN-
MENT TO DPERATING GOMPONENTS,

QUALIFIQATIONS ANALYStS BRANCH

REQUESYS iNTO RE

RESFONS1BLE FOR MAINTAINING THE REQUISITION INVENTORY,
RECEIVING ALL RECRUITMENT REQUESTS AND DISTRIBUTING THEM TO
APPROPRIATE PLACEMENT OFFICERS FOR MECEBBARY ACTION; WHEN QUT-
S1DE RECRYITMENT BECOMES NECESBARY, TRANSLATES RECRUTTMENT
QUIGITION TNVENTORY CARDS FOR PEASONNEL PRO-
GUREMENT DIVISION; CODES APPLICANT, CONSULTANT AMD EMPLOYEE
QUALIFICATIONS AND MAINTAUINS QUALIFICATIONS AEGISTERS FOR URE
IN THE PLACEMENT PROGRAM,

Approved For Release 2001/08iisREA"RDP80-01826R000100030002-0

25X1A%9a



Approved‘Fgr Release 2001/08/07 : CIA-RDP80-Q1826R000100030002-0

Approved For Release 2001/08/07 : CIA-RDP80-01826R000100030002-0



ApproveWr Release 2001/08/07 : CIA-RDP80-Q1826R000100030002-0

SONBERENTTAT

7 January 1955

PLACEMENT AND UTILIZATION DIVISION MEMORANDUM NO. 43

SUBJECT: Recruitment Requests and the Vacancy Report

I. RECRUITMENT REQUESTS

1. It is required that a reeruitment requsst will be submitted
by operating offices for all positions which they desire assistance
from the Office of Personnel in filling. The requsst may be for in-
ternal or external recruitment., Whichever is desired should be
clearly stated on the recrultment request. It is the responsibility
of the Placement Officer to advise operating offices of the necessity
for the timely submission of recruitment requests for either internal
or externsl recruitment.

2. Procedures and Responsibilities for Handling Recruitment
raquests:

a. The requsst is initially received in the Office of
Personnel in the Position Inventory Section of PRD and for-
warded by them to the Qualifications Anslysis Branch of PWD.

A preliminary review will be made in the Qualifications Analy-
sis Branch of these requests for adequacy and then forwarded
to the Chief of the appropriate Placement Branch, who will in
tuwra forward the request to the Placement Officer concerned.

b. The Placemsnt Officer is responsible for making a
critical review of the request for completeness, adequacy of
information, and to determine that the qualification require-
ments are sufficiently described so that they can be used for
recruitment purposes. Where this is not so, it is the re-
sponsibility of the Placement Officer either through his own
information or by coordination with the originator to clarify
the request to see that the request adequately desseribes the
position. The Placement Officer will also assign a priority
to the request at this stage of processing, in sccordance with
the followings

URGENT -- positions for which there is an
immediate requirement for personnel.
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REGULAR -- positions that are vaeant but de
aot require other than mormal handling.

OPPORT UNITY -~ positions that are not vasant
but are known will be vacated at a future date
as reerultment against attrition; i.e, 99-

¢. The Piacement Officer is responsible at this point for
reviewing the Reassignment Rosters to determine if there is anyone
on these rosters who is qualified and should be considerad for the
position involved. After sxhausting possibilities from the Rosters, the
Plagement Officer will make a dstermination whether to request that a
qualifications register analysis be made. If such a request should be
made, this will be indieated on the routing sheet attached to the recrult-
ment request by the Qualifications Analysis Branch.

d. Upon reesipt of the register analysis recusst, the Qualifica-
tions Analysis Branch will comply with this request and present files of
qualified individuals to requesting Plasement Officer., When and if the
Plagement Officer has exhausted possibilities for f£11ling the position
through these methods, without results, he will return the files and the
register analysis form properly noted as to the disposition of the eanes
involved to the Qualification Analysis Branch.

e. The Qualifiestion Analysis Branch will then transmit cne
copy of the reeruitment request to the Parsonnel Procurement Divisiom
for their review, and upon return of the request process it for the
Requisition Inventory System. .

f, As positions for which there are recruitment requests are
fillsd, the Priority changed, or changed from & "99" to a firm request,
the Placement Officer is responsible for advising the Qualification
Analysis Branch and/or the Clerical Placement Branch, through forms pre-
pared for this purpose, in order that this information can be relayed
to PPD and changes made in the Requisition Inventory System.

g. With regard to recruitment requests for clerical person-=
nel in the DD/A, DD/I, Office of Training, Office of Communications,
and the Office of Personnel, it is the responsibility of the appropriate
Placement Officer to review and forward the request to the Chief,
Plagsment Braneh (Clerical) and to indicate whether the position is vacant
and if not vacant, the reason given for the request, It is alsc the
Placement Officer’s responsibility to see that current information is
provided to the Clerieal Placement Branch of the cancellation of requssts,
The Chief of Clerieal Placement will forward these requests to PPD as
required. '
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3. In order that this Division may carry out its responsibilities,
it is extremely important that recrultment requests be obtained as re-
quired and handled in accordance with the above in the most expeditious
manner possible. '
II. VACARCY REPORT

1. The basic placemsnt Vacancy Report will be compiled on a monthly
basis with weekly supplements, as a working device for each Placement

. Officer. The Report will contain the following information regarding
~positions for which there is a recruitment request or for which, to the

Placement Officer's knowledge, internal or extarnal recruitment is de-
sired by an operating office: Office, Position Title; Grade, Request
in PPD, PUD or WNo Requaest, Slot Number,Qualification Requirements and
Service Designaticn. (Normally; however, a recruitment request is re-
qQuired; only in an emergency and for a temporary period may action be
initiated without a recruitment request,) Positions not actuaslly vacant
will be marked on the Report with an asterisk, which will be an indica-
tion that recruitment is desirsd and the position will be vacated after
& reasonable pericd of time. Placement Officers are resnonsible for
such positions being properly marked,

2. The Vagancy Report will be prepared on dittomats and presented
to the Chief, Qualifications Analysias Branch by Friday noon for the
originzl report and for the weekly supplements, The monthly repert
presently in preparation will be supplementsd by neox 1l January 1955,
Each sueceeding four weeks, a new completed report is required, 4
supplement is required each wesk, The Chief, QAB is responsible for the
report and supplements being reproduced and distributed to 311 Placement
Officers by noom the following Monday, _

3. Since this repert is primarily a deviece by which each Place-
ment Officer is kept currently advised on vaeancies throughout the Agenecy
for which personnel are desired, it is very important that the informa-
tion pressnted in the report be complete, ascura

Chief, Placement and
. Utilization Divisiom

GRLLESEY,
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PLACEMENT AND UTILIZATION DIVISION MFMORANDUM NO. 42
SUBJECT: Handling and Control of Applicant Files in PUD

1. In order that applicant files received in this Division be
handled as expeditiously as possible, the followlng control procedures
are established:

a, Applicant files will be received in this Division in the
Qualifications Analysis Branch. After a critical review in this
Branch in terms of outstanding Recruitment Requeste or other
authoritative requests for persomnel, they will be forwarded to
the Chief of the Placement Branch in whose area the vacancy exists,

bs The Chief of the particular Placement Branch is responsible
for the control of files referred to his area., Upon receipt of a
file designated for one of his Placement Officers, two cards will be
prepared; one to be retained in the Chief's office, the other to
accompany the file to the Placement Officer for his further control
of the file during the period it is out to an operating office.

co Office of Personnel Memorandum No, L2«100=9 (Revision 1),
dated 20 August 195L, requires that applicants be adviged by letter
every 30 days of the status of thelr application. It is the
responsibility of the indlvidual to whom the file is charged at the
expiration of the 30=day period to assure that this Memorandum is
complied with.

do The Chiefs of Flacement Branches are responsible for essuring
that there is a sound reason for applicant files remaining in their
area for a periocd of longer than 30 days and for belng continuously
in a position to report the number of files, the names and the reason
for the file remaining in thelr area for longer than this periocd, 4
report will be submitted bi-weekly to the undersigned by the Chiefs of
Placement Branches listing applicant files that have been the responsie
bility of this Division for 60 days, The report will include the name
of the individual, the length of time the file has been in PUD and
the reason it is still here,

e, The time requirements specified above do not apply to

gpecial interest cases which will be handled on an expedite baslis and
for which a separate deadline for consideration will be provided.

Approved For Release ZM-RDPSO-M826R000100030002-0
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2, The proper handling of applicant files is of the u:tmos_
import;nceo Ell Division personnel should be guided accordingly in

their handling of these files.

~

25X1A9a

Chief, Placemen
U4ilization Division

W .
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1}, December 1954

PLACEMENT AND UTILIZATION DIVISION MEMORANDUM NO. L1
SUBJECT: Treatment of In- and Out-Caguals

REFERENCEs  CIA Notice No[J cdeted 29 October 195k
Office of Persomnel Memorandum No, 205022, dated 16 June 195k

1, In accordance with OPM 20-802.2 the following procedures axe
prescribed for handling in=casual and outecasusl casest

2, TN-CASUAL REPORTS: It is anticipated that the responsible
Placement Officer will nave received & Field Renssignment Questionneire,
Form 202, on returnees prior to the retwrn of oversess personnel, and
that steps have been taken to effect a proper resssignment in each case.
Therefore, on receipt of Form 37«200, In- and Out-Casual Status Record
on an "In<Cagusl®, the Placement Officer will determine the followings

a. That appropriate steps have been taken and review the
case to bring it up-toedate. If no steps have been taken, and
this is the firet word received, he will immedlately secure the
personnel folder and contact the Divialon Persommel Officer to
deternine what the status of that individual is and also the
individuslts desires as to fubure assignmenta.

b He will immediately contact the Career Management
Officer of the subject’s service component and assist in making
a proper placement,

co In all cases, the office initiating reassigament action
wiil be encouraged to submit Form 52, Request for Personnel
Action, and will see that it is expeditiously handled so that
subject will not remain in an In<Casual Status over 30 days.

3. OUT=CASUAL REPDRT&: As in 2" above, 1t is anticipated that
the Placenent Officer concerned will be aware of employee’s entering into
an outwcasuval status prior to the actual reassignment.

a. However, on receipt of the Form 37=200 on an Out=Casual the
Placement Officer will determine what the plans are for the individual,
such as training, orientation, leave; et,, and arrive at an '

CUlE Rk
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estimate of departure date which should be within 60 days, or as
soon thereafter as practicable following completion of approved
training, etc., which extends beyond 60 days, The Placement
Officer will make necessary notations of the arrangement or plan
agreed upon on the Employee Summary Worksheet and follow=-up te

gee that the schedule is maintained.

b In those cases which have gone beyond the 60=day limitation,
and where the reason or explanation is not deemed satisfactory to
the Placement Officer, he will make & further attempt to resolve
the case, either through expediting departure or effecting resssigne
ment of the individual, Failing in this, the Placement Officer will
prepare a writlen report which will include a recommendation as to
the course of action to be taken by the Office of Personnel,

i, PROCFSSING OF FORM 37=200: Upon receipt of Form 37<200, i% will
be routed to the appropriate Placement Officer who will take the necessary
action as prescribed in "2" and "3 above, note the pertinent information
from the Form, and immediately route the Form to the Career Service Staff,
Tt is not deemed necessary that the Forms remain with the Placement
Officer during the course of the action outiined in "2" and "3% above.

(A request for a separate PUD copy of the form has been made to the
Planning and Analysis Staff, and it is possible that in the future there
will be a copy for retention by the Flacement Officer.)

5. ACTION ON MONTHLY IBM INe AND OUT=CASUAL LISTS: On receipt of
the monthTy 1BM Istings of in~end Oul=CaBUsLS, Placement Officers will
make a preliminary review to determine any obviocus omisgions Or €Irrorse
Upon completion 1t will be returned to Plsmning end Analysis Staff
with any recommended changes. This 1list is then sent to DD/P by the AD/P
with the request that they provide reasons why in-casuwals of more than
30 days and out=casuals of more than 60 days are still carried as sucho
On return of these lists to the Office of Personnel, PUD will receive
thenm and ascertain that the reasons provided for the individual remsining
an Ine or Out-Casual are justifisble. If the reasons are not so considered,
the Placement Officer will take appropriate action within the scope of
his authority or recommend action to resolve the casua). status, which
ma,;rP include the preparation of a written recommendation from AD/P %o
D/Po

6, PHIORITY CONSIDERATION: It is essential that action on these
cases have a very Mign prioFIty among & Placement Officer's duties and
that prompt action as jndicated above be taken where warvanted.

Chief; Placement an
Utilization Division
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2l Movember 1954

PLACEMFNT AND UTILIZATION DIVISION MFIORANDUM NO. 39
SUBJFCT: Reports of fepara’ion

RESCISSION: PUD Memorandum No., 11, same subject, dated
22 March 195k

1o It is important that Placement Officers review
carefully comments included on individual Reports of Separa-
tion with a view to adding to the report any comments that
seem to be indicated from the placement and utilization point
of view. Emphasis is now being placed by the Office of
Personnel on having Reports of Separation include well=
considered and carefully stated comments in connection with
any statements made by an individual at the time of exit
interview.

2, The Placement Officer concerned will continue to
sign the Report of Separation form in the apace provided,
However, following signature by the Placement Officer, the
Report of Separation will be referred to the Chief of Flace-
ment Branch who will review the comments, and if satisfied
that the above has been complied with, will place his initials
in the margin by the Placement Officer's signature, The
Chief of Placement Branch will then proceas the cave to the
Employee Services Division through this officeo

Chief, Placement and
Utilization Division
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ITII, STATISTICAL REPORT ~ 1 JULY 195) THROUGH 31 DECEMBER 195l

Interviewss
&pplicant interviews
EOD interviews
Follow-up interviews
Other interviews (Returnee, Special,

etcs )
SF-52s_processed:
Kppointments
Separations
Others (Reassignments, Promotions,
etc. )

Qualifications Analysis Brancht

Applicant-Register Analyses
Applicant Folders Reviewed
Applicant Folders Referred

Employee-Reglister Analyses
Employee Folders Reviewed
Employee Folders Referred

Fitness Reports Processed
Fitness Report Questiomnaires
Processed (period 3 Dec 54 -

31 Dec 5h)

Requests for Exception to Regulation-— Promotion
Approved 54
Disapproved 8

PUD Memoranda Prepared 15
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